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Simple ways to ensure your labels do their job 


Ensure the label has the correct destination. Mail trays are sent to the state and mail centre that ap- 
pears on the label -—so if the label is wrong, the mail will end up in the wrong place 

Don't amend any part of the label with pen or white-out. These changes won't be reflected in the 
barcode and so won't be recognised by the Tray Management System (TMS) technology 

Don't photocopy labels or use ones that are damaged or defaced. The inferior quality barcode may not 
be readable 

Ensure that the correct labels identify small letter trays and large letter trays — otherwise mail trays 
can get stuck in machinery 

Ensure that the right product is in the mail tray. The right label doesn't do any good if the contents are 
wrong 

Ensure that your label software is up-to-date and you have the correct barcode information. Also en- 
sure that your printer is maintained so that the barcode is always clean and readable. 
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Chapter 1: What is Visa? 


The Visa Tray Label Management System (TLMS) is an Australia Post-developed software application. Visa is designed to print barcoded tray 
labels for a range of mail products. 


1.1. What are Tray Labels? 


Tray labels are inserted into mail trays to route trays through the postal network to their correct destination. 
An example of a Visa tray label — HandSort Large Letter label trom Dandenong LC — is described below. 


IATA, Intrastate 
code 


BSI MEL 
BSP Full Rate 
Customer Name & 
Suetanver tame VIE Name VIC Sate 
A oe в ла 
9112 61992003 123410181306 


Large Tray | Tra | Barcoded | 31102011 31/10/2011 
Job Nr Date 
Visa Version Number & 
Application Identifier 


Tray Size Indicator 


Sub Destination 


Human readable 
Barcode text 


Figure 1.1 — Visa Tray Label 


The label barcode can be scanned throughout the Australia Post mail network. Within the barcode is the Tray Destination Identifier (TDID) which 
determines the route of mail trays within the Australia Post mail network. The label also has text so that people can read it and determine where 
the tray is to go. See below for the Label Element Descriptions: 


e Destination — describes Sorting destination where mail tray will go, e.g. Mail Centre or State 

e бир Destination — describes mail sortplan category 

e Barcode — scanned throughout the Australia Post Mail Network to assist transporting the mail to the next mail sorting station of the 
Mail network 

• АТА. LongHaul or DC Code — visually assists the identification of the mail destination 

e Tray Size Indicator — visually provides identification of the size of the mail tray. This is a 4mm black bar running from top to bottom of 
the right edge of the label for large letter trays. It will not be printed for small letter trays 

e Tray Size — describes the size of the mail tray 

e Product — describes the content of the mail tray 

e Details — shows Source, Machine ID and Sort Plan name, as well as Stacker number 

e Visa Version Number — shows the visa software version number 

e — Visa Application Identifier — shows first 5 digits. 

e Customer 8 State — shows the name of the customer and state where mail is lodged 

e Phone Number — shows the contact phone number of the customer 

e ор Number — shows the job number of the lodgement 

e Date- shows the date of the mail lodgement 


For more details on the label elements, refer to the Barcode Label Specification V3.0 document. 
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1.2. How Are Visa Labels Managed? 


Visa uses Label Plans to store labels. A Label Plan is a collection of labels, and holds the common data for the set of labels. A Label Plan also holds 
the customer details for printing of all labels from the plan. 


Visa Tray Label Management System 


It is sensible to group similar type labels into a plan. 


Visa provides three user interfaces to print Label Plans: 


The Visa Explorer interface is mainly used for creating and editing labels. 


The Visa Touch interface is used for printing labels. 
The Command Line interface is used for automating through DOS command prompt, Run command in the Windows Start menu or in a 


batch file. 


Label Plans are managed by grouping them by facility, machine type and mail machine IDs. 


1.3. What are the Visa User Interfaces? 


There are two interfaces available 


Visa Explorer 
Visa Touch 


1.3.1. Explorer Interface 


The Explorer interface consists of a TreeView menu on the left side of the window and a ListView menu on the right hand side. 


Mouse menus are available by right-clicking on items in the TreeView and ListView. 
Click a folder in the TreeView to display its contents in the ListView. 


Click the plus (+) sign to display the contents of a folder, or click the minus (-) to collapse the contents. 


You can also display the contents of a folder by clicking on it in either the TreeView or the ListView. 


= Explorer - VisaTLMS Facility Database 


File View LabelPlan Label Reports Tools RecycleBin Help 


ione 


Facilities 


E-B DANDENONG LC 


9-58) AEG-OCR 
5-89 BCS 
3 00 - BCS-622 DLC 


п ) 


- BCS-532 DLC 
- BCS-630 DLC 

BCS-605 DLC 
-ВС5-527 DLC 
- BCS-503 DLC 
- BCS-607 DLC 

BCS-616 DLC 
- BCS-523 DLC 
- BCS-626 DLC 


2-2 


TreeView 
SI 15 EST 


& 16-BCS-645 DLC 
FMOCR 

H-E Handsort 

89-599 Holding Plans 

89-539 Induction 

x. Eg MLOCR 

w- Spectrum 10 

В DIAMOND CREEK DC 

В MELB GPO BOXES 


w- VIC STATE MC 


Invalid Label Plans 
Workstations 
All Label Plans 


lay Recycle Bin 


& 01 - BCS-656 DLC 


[Label Plan BCS 01 (BSP 022) 341 Label records 

| Stacker# | Label Qty | TDID.—— | Destination | Sub Destination | Product Type | 
15 33656201 SCANNER REJECT 

33656901 TRACKING ERROR 
33656601 NOT IN SORT PLAN 
33857001 PRINTER ERROR 
37657101 ОШТ OF DATE TAG 
33858501 МО SORT DECISI.. 
18075022 — DANDENONG LC 


jE UWUU UU UU EEUU үкү күкүк ку күт Т ЕТ ЕГ ЕГ ү ү ү 


x 


33021601 CITY DC MELB 
33021601 CITY DC MELB 
33021601 CITY DC MELB 
33021601 CITY DC MELB 
33021601 CITY DC MELB 
33021601 CITY DC MELB 
33021601 CITY DC MELB 
33021601 CITY DC MELB 


Н Е LB 


33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 
33078101 CMPC MELB 


ALL_EX BSP... 
ALL EXBSP ... 


ALL_EX BSP. 


ALL ЕХ ВР... 
ALL ЕХ BSP... 
ALL_EX BSP... 


SNT 2 WRD... 
MRC 

RES 3004 
BOX ALL, 80. 
ALL 3002 
BOX ALL, 80. 


BOX ALL 80... 


RES, 3051 
ALL 3003 

BOX 3005 8. 
BOX ALL. 80... 


BOX ALL, 80... 
BOX, ALL, 80... 


BOX ALL 80.. 
RES, 3000 
RES, 3001 


BOX, ALL, 80... 


BOX ALL 80.. 
RES, 3000 


LGU, HUSER... 
LGU. HUSER... 
LGU, HUSER... 
LGU, HUSER... 
LGU, HUSER... 
LGU, HUSER... 


SL- 


151] 


- Dutput 
- Output 
- Output 
- Output 
- Rejects 
- - Output 
- MLOCR Output Sor 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Output 
- Dutput 
- Output 
- Dutput 
- Dutput 
- Dutput 
- Output 
- Dutput 
- Dutput 
- Dutput 
- Output 
- Dutput 
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132 Visa Touch Interface 


The Visa Touch interface allows users to select and print labels. It can be used on both touch-sensitive monitors, and normal monitors with mouse or 
keyboard. 


The sub screens on the Visa Touch are colour coded per function. The colour of the button, and the foreground and background colours for these 
screens are matched. 


The Visa Touch consists of four sub-screens as described in Chapter 10: How to Use the Visa Touch. 


4С Touch Screen - VisaT ouch - Customer Edition 


Sort Plan Label Plan Stacker Quantity с 
Копе Clean Mail 1 1 936 


Print Stacker 


Machine Type Label Plans Stackers | 


Press these buttons to move between alternative screens 


Figure 1.3 - Visa Touch 


1.3.3. Command Line Interface 


The Command Line interface provides the ability to import, print and delete a Label Plan by executing a particular command through DOS command 
prompt or via Run command in the Windows Start menu or in а batch file. 


Notes on Command Line 


. File name extension (ІрҢ in Command Line must be entered in lower case only. 


1.4. What Are the Minimum Standards for Visa Labels? 


The following comprise the make up of a Visa label 
e Printing Specification 
. Barcode Verification 
* Quiet Zones 


1.4.1 Printing Specification 

1. Minimum image density of 1.25 by Optical Density Method (black). 

2. The minimum width of the narrow bar (X dimension) to be within the following ranges to minimise pixilation errors by the printer: the bar- 
code shall be printed vertically (picket fence) with a minimum barcode height of 12 mm (within 0.380 mm and 0.420 mm). 

3. The barcode printed on labels must be free of picket fence type errors whereby faulty printing causes a bar to be misprinted without 
changing the visual appearance of the barcode. 

4. The barcode shall be of sufficient contrast when scanned at 635nm wavelength (red) and through Australia Post standard plastic label 
pockets (SAP 8828889). 
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5. The optical characteristics of the barcode shall be sufficient to be readable: 
- using а contact scanner (wand reader) 
- ata distance of up to 0.5 metres using a non contact scanner; and 
- using a fixed scanner on a conveyor moving at speeds of up to 2 metres per second and having a depth of field ranging from 150mm 
to 500mm. 
6. The barcode to have a read rate success of 10096. 
7. Not smudge or leave residues when left in plastic label pockets for up to six weeks. 


142 Barcode Verification 

The barcode must be capable of being verified to Grade "C" or higher without a tray pocket using the 10 scan average method (a 10mm viewing 
aperture apparatus and measured as described in ANSI X3.182 — 1990, ANSI Bar Code Print Quality Guidelines, or its related British standard, BS 
1635, Barcode Print Quality Guidelines or ISO 15416 2000). 

The data must be verified back to the Visa data set for the label application. 

Note: a clean tray pocket will not lower a barcode verification assessment. A tray pocket containing dirt or smudged particulate matter can result in 
a lower ("D" or "Fail") verification rating. 


1.43 Quiet Zones 
The barcode symbol must be surrounded by blank margin areas or "quiet zones" to assist barcode identification and reading. 


3mm to the top Please Note: Barcode must be a 


soos --, ШІ 


minimum 70mm — maximum 75mm 


TIBIA] = е veror 


9112 33637101 123430400031 


3mm to the bottom on either side 1mm above the Human Readable Text 


Additional Information: Mail Label Specification for Visa Print on Demand & Preprinted Labels — contact National Label Operations 
via e-mail: visalabels@auspost.com.au 
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Chapter 2: How to Create a Standard Mail Label Plan 


Mail Label Plans come in two main categories — Standard and Unaddressed. 
Inside the Standard Mail Label Plan category it is sensible to group similar type labels e.g. all PreSort BSP labels into one label plan; all Impact Mail 
labels into another label plan, etc. 


Standard Mail has eight different product categories: 


Clean Mail 

Full Rate 

Impact Mail 

PreSort BSP 

PreSort State Residue 
PrintPOST Postcode 
PrintPOST Sort Plan 

8. РппїРОЅТ State Residue. 


jd (So Or ups 400 IS э 


The instructions set out here show how to create a generic Standard Label Plan for any of the product categories above. For Unaddressed mail 
please refer to Chapter 5: How to Create ап Unadaressed Mail Label Plan. 


Label Plans are placed under the following folders in the Visa Explorer screen: 


e Facilities folder: contains Visa TLMS 

e Invalid Label Plans: contains invalid Label Plans 

e All Label Plans: contains all Label Plans in Visa Explorer except those in the Recycle Bin 
e Workstations: click this icon to view Visa computer information 

* Recycle Bin: contains deleted Label Plans. 


2.1 Creating a Standard Mail Label Plan 


Label Plan creation is available only in Visa Explorer. 


e Select Label Plan/Create from the Visa Explorer menu 
e Тһе Create Label Plan screen is displayed 


= Create Label Plan 


Label Plan Name: EI Label Plan Type: 


Eacility: | Visa TLMS 


Machine Type: | Customer 


Machine: | Pre Sort Plans 


Customer Details 


Name: Job Number: [ 


Phone Number: State: | 


Cancel 


Figure 2.1 - Create Label Plan Screen 
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e Enter the details in the following fields: 
1. Label Plan Name is a mandatory text field (maximum 32 characters). The Label Plan Name is listed in TreeView and ListView of the 


Visa Explorer screen. 

Label Plan Type field is left blank. 

Facility is a mandatory list box. The choice will affect the allocation of the Label Plan in the TreeView. 
Machine Type is a mandatory list box. The choice will affect the allocation of the Label Plan in the TreeView. 
Machine is a mandatory list box. The choice will affect the allocation of the Label Plan in the TreeView. 
SPMS ID: required when creating FMOCR Label Plan. 

Sp Short Text: Sort Plan Short Text. 

Customer Details: for External Customers to use. 


eo ы gg. cro ТӘ 


e (lick OK to create the Label Plan. 
Visa will display a Create Labels? dialog box asking if you want to create labels now. 
Click Yes if you want to create label/s now or No to create label/s at another time. 


When you wish to create a Standard Mail Label, please go to Chapter 4: How to Create a Standard Mail Label. 
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Chapter 3: How to Import / Export Label Plan Files 


Visa TLMS supports two Label Plan file formats for file transfer and backups, from current and previous Visa TLMS versions — Format Versions 3.0 
and 3.1. 


Customer and internal formats prior to these versions are no longer supported. 


3.1 Label Plan Import File Format Version 3.0 (for customer use) 
Customers need to format their label plan input files to format Version 3.0 so the label plan files can be imported. 
Version 3.0 may be used for all products apart from Unaddressed Mail, which it no longer supports. 


For Unaddressed Ма! label plans — please refer to Chapter 5: How to Import Unaadressed Label Plan Files, or contact visalabels@auspost.com.au 
for further information. 


Please note: customers can no longer import .vdf files. These were supported by the VisaPrint application. 


2.1.1 Sample File — Format Version 3.0 


The file name extension of the Label Plan Import File Format version 3.0 is .Ipf. 

Lines starting with # are comment lines, and have no information variable data contained therein; despite that those lines must be present for file 
structure verification. 

Blank lines are for easy readability only. 


The following is a sample file format version 3.0: 


# Australia Post Visa Tray Label System - Ver: 
3v0-030 
# | abel Plan File 


# | abel Plan Header 
Sample Visa Labels, Customer, (03)9204 xxxx,3,New job 


#Label Details 
#Service,Sort_Plan_Type,Sort_Plan,Mail_Size,Label_ Oty,Date 
5,3,7002,1,1,26-Моу-2007 
5,4,730,5,1,26-Моу-2007 
5,4,731,5,1,26-Моу-2007 
А,4,520,1,1,26-Моу-2007 
А,4,380,5,1,26-Моу-2007 
5,5,6,1,1,26-Моу-2007 
$,5,7,L,1,26-Nov-2007 
5,5,6,5,1,26-Моу-2007 
5,5,7,5,1,26-Моу-2007 
5,5,8,5,1,26-Моу-2007 
A,5,7,L,1,26-Nov-2007 
A,5,8,L,1,26-Nov-2007 
А,5,7,5,1,26-Моу-2007 
А,5,8,5,1,26-Моу-2007 
#End Of File 
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Table 3.1. Import File Format 3.0 & 3.1 


Eel |ж # Australia Post Visa Tray Label DOCTEUR Ver: 
ЕТЕГІН mm НИН 
ЕЛ ЕГЕН ЕЕЕ > ИННИ 


3.0&3.1 «Label Plan Name>,<CustomerName>, 
< CustomerContactPhone >, <CustomerLodgementState>, <CustomerJobNo> 
3.0 & 3.1 molo Label Details | #Label Details 


mm 083.1 ШЕГЕ label Qv Dae 


3.0 & 3.1 10 to N-1 <Service>,<Sort_ Plan Type>,<Sort Рап>,<Май Size», 
<Label Oty>,<Date>,<Additional_ Text 
(number of Е: = 
labels) 


Fields in reference 6 and 10 to N-1 are comma delimited. If field value contains comma, then field value must be enclosed in double quotes. There 
must not be any spaces between comma and field value. 

Lines beginning with “#” are comment lines and have no information variable data contained therein. Despite that, those lines must be present in 
the file for file structure verification except for reference 9. 


Blank lines are present in the file just for easier file readability and are ignored during import process. 
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Table 3.2. Fields — Import File Format 3.0 & 3.1 


Field Description Valid Entries Value Import Special 
Required Instructions 


Version Section 


Version File Format Version and reference File Major & Minor ver- Yes 
data version in the format. sions can be 3v0 or 
<FileMajorVersion>v<FileMinory | 3У1 only 
ersion>--<RefDataVesion> 
i.e. 3v0-0418 > 


Label Plan Header Section 


Label_Plan_ Label Plan Name Text. Yes 
Name 


Double quotes (") and 
forwardslashes (/) charac- 
ters are not allowed 


Maximum 32 characters. 


CustomerName Customer name Text, no double quotes are No For format 3.0 and 3.1, if the label plan 
allowed type is included, then this field will not be 
ism 0 characters m if not required by the label plan 


Maximum 25 characters type 


Lodgment State ID Must exist in the No For format 3.0 and 3.1, if the label plan 
State Details table type is included, then this field will not be 
imported if not required by the label plan 
type 
CustomerJobNo Customer Job Number Text, no double quotes are No For format 3.0 and 3.1, if the label plan 
allowed type is included, then this field will not be 
Maximum 28 characters mc if not required by the label plan 


Label Plan Type 10 Label Plan Type Must exist in the Label No Field is only valid for format 3.0 and 3.1. 
Plan type table When not included the label plan type is 
set to Default when editing the label plan. 


Customer ContactPhone | Customer Contact Phone Number | Text, no double quotes аге No For format 3.0 and 3.1, if the label plan 
allowed type is included, then this field will not be 
imported if not required by the label plan 
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Import 
Special 
Instructions 


Valid Value 


Field Description Entries Required 


Label Details Section 


Services Service standard required for this mail | Must exist in the Sort 
lodgement: Details table 


Sort Plan Type Describes the way the mail has been If Service is F then value is ignored, and 
sorted: Services | defaulted to 6 
other then 
F 
1. Barcoded Direct Tray (National Sort 
Break 54 ways) 
2. Barcoded Residue Tray (States) 
3. Direct Tray 
(Postcode Sort) 
4. PrintPOST /Impact mail Sort Plan 
(58 ways) 
5. State Residue Tray (8) 
6. Full Rate 


Sort Plan The number that relates to the mail If Sort Plan Type = 1, Yes If Service is F and value is missing then the 
sort. then 001 to 054. default system state id is used. 
(For Ser- 
vices 
other then 
F 
If Sort Plan Type = 2 or 
5, or 6 then 1 to 8, 
where: 
1 = ACT, 2 = NSW, 
3 = VIC, 4 = OLD, 
5 = SA, 6 = WA, 
7 = TAS, 8 = NT 
If Sort Plan Type = 3, 
then valid Australia Post 
postcodes in the range 
0200 to 9999. 
If Sort Plan Type = 4, 
then existing National 
Pre-sort Plan (NPSP) 
number in the range 085 
to 731. 
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Valid Value Import 


| Е Special 
Entries Required Instructions 


Description 


Destination Indicator | Value of the Mail Destination Break . Only exists in Format 3.1 and is only used 
Number. when the Sort Plan type is 3 (Direct Tray 
Postcode Sort). Defaults to 0 if sort plan 
type is 3 and no value is provided 


Mail Size Size of the mail: 
S = Small, 
L = Large 


Number of Labels Number of Labels to be printed Integer from 0 to 9999 


Date Date to be printed on the Label Date in the format If the Product has a label attribute that has 
DD MMM YYYY date type of ‘Delivery Week Commencing’ 
if the date is missing or not a Monday, then 
the label will not be imported. 


3.1.2 Sample File — Format Version 3.1 


The file name extension of the Label Plan Import File Format version 3.1 is .Ipf. 


Lines starting with # are comment lines, and have no information variable data contained therein; despite that those lines must be present for file 
structure verification. 


Blank lines are for easy readability only. 
The following is a sample file format version 3.1: 


# Australia Post Visa Tray Label System - Ver: 
3v1-850 
# | abel Plan File 


# Label Plan Header 
Unaddressed Mail U0001234, Customer (NSW) 012345678, NSW, U0001234,5 


Label Details 

:*Service,Sort Plan Type,Sort Plan,Destination Ind, Mail Size,Label Qty,Date, Additional Text 
U,3,2365,1,L,2,18-JUL-11,T1/27 A53 
U,3,2354,0,L,2,18-JUL-11,T2/27 A300 
U,3,2354,0,L,2,18-JUL-11,T3/27 A300 
U,3,2354,0,L,2,18-JUL-11,14/27 A300 
U,3,2354,0,L,2,18-JUL-11,T5/27 A300 
U,3,2354,0,L,2,18-JUL-11,T6/27 A42 
U,3,2430,0,L,2,18-JUL-11,T7/27 A300 
0,3,2430,0,1,2,18-ЛЛ-11,18/27 A300 
U,3,2430,0,L,2,18-JUL-11,T9/27 A300 
U,3,2430,0,L,2,18-JUL-11,T10/27 A300 
U,3,2430,0,L,2,18-JUL-11,T11/27 A300 
U,3,2430,0,L,2,18-JUL-11,T12/27 A300 
U,3,2430,0,L,2,18-JUL-11,T13/27 A300 
U,3,2430,0,L,2,18-JUL-11,T14/27 A300 
U,3,2430,0,L,2,18-JUL-11,T15/27 A300 
#End Of File 
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3.2 Label Plan Import File Format Version 2.7 (for Label Plan Transfer) 


This file format is used by Australia Post only. 


3.3 How to Import a Label Plan from Text File 


Label Plans can be imported from .Ipf text files, where they may have been stored as backups or transferred from other systems. Label Plans from 
Visa systems prior to 2v7 may not include all the information needed to set up the latest version of Visa Label Plans, and some editing may be 
needed after importing is completed to place these files in the correct TreeView (facility/type/machine) structure. 

A log file provides some user assistance, to view the log file select Tools/View Log Files 


Using Visa Explorer: 


Select Label Plan/Import from Text File from main menu 

The import screen will display all the .lpf Label Plans in the default location e.g. C:\Documents and Settings\All Us- 
ers Documents WisaTLMS Data , or in another location you have specified in Setup 2 during the Visa installation 
Select a Label Plan file and click Open. 


Import Label Plan 


Lookin: [E Label Plans 


| Clean Mai. Ipf 
|3) Full Rate Large Letters.lpf 
('4]Full Rate Small Letters.Ipf 
19] Impact Mail Area Tray.Ipf 
[4] Impact Mail Residue.Ipf 
|а) OFF Peak Nat SortPlan Large.lpf 

4| Off Peak Nat'l SortPlan Srall.IpF 
|4]PrintPOST PostCode by Air Large. pf 
|4]PrintPOST PostCode by Air Small.Ipf 
|? ]PrintPOST PostCode Surface Large іре 
|4]PrintPOST PostCode Surface Small. pF 
L] PrintPOST Residue by Air Large рё 
|3 | PrintPOST Residue by Air Small. рғ 
|4]PrintPOST Residue Surface Large.lpf 
|| PrintPOST Residue Surface Small.Ipf 


[iA] PrintPOST SortPlan by Air Large.lpf 
[A] Print POST SortPlan Бу Air Small pf 
|'4]PrintPOST SortPlan Surface Large.lpf 
|'4]PrintPOST SortPlan Surface Small.Ipf 
[ia] Regular Natl SortPlan Large.IpF 

[ia] Regular Natl SortPlan Small. ipf 

[ia] State Residue Barcoded Large ре 
[4]State Residue Barcoded Small.Ipf 
|4]State Residue UnBarcoded Large.Ipf 
[4]State Residue UnBarcoded Small.Ipf 


File name 


Files of type: Label Plans (".Ipf) 


Figure 3.3 — Import Label Plan Dialogue Box 


A separate screen allows users to import the plan, with error messages and a progress bar as the data validation progresses. It can be cancelled at 


any time. 


The Import process: 


Import Label Plan 


Line 2965: Imported Successfully 


Line 2378: Imported Successfully 
Line 2979: Imported Successfully 
Line 2980: Imported Successfully 
Line 2981: Imported Successfully 


"y 
2981 Valid Labels imported 
0 Invalid Labels imported 
0 Labels not imported 


Figure 3.4 — Import Label Plan Screen 


View Source File. 


Checks the Label Plan name is unique in the database, or asks for a new name if the name already exists 

Checks the Label Plan header and label data for integrity 

Prepares a log file of any errors noted during the checks 

Places the Label Plan in the appropriate TreeView location 

Once importing is complete, the error log can be saved for further analysis in 

e.g. C:\Documents and Settings\All Users\Documents\VisaTLMS\Data, with the same name as the Label Plan name, but with a .log exten- 


Any data errors can be cleared by viewing and editing the Label Plan source text, and re-importing the Label Plan as often as required. 
The log file will be overwritten each time. 


National Label Operations - v1.7 


AUSTRALIA 


ы () POST 


| Visa Tray Label Management System How To: User Guide 


3.3.1 Using Command Line 


The Command Line Interface can import a complete Label Plan file into Visa via the DOS command prompt or Run command in the Window Start 
menu. 


The syntax is: 


Visa Command /i <"Label Plan filename” > where: 
/i is an action switch for the import command 


< Label Plan filename > is the name of the Label Plan you want to import. Visa uses either the full path and filename, or the filename 
only and adds the default directory, e.g. C:\Documents and Settings\All Users\Documents\VisaTLMS\Data. 


3.4 How to Export a Label Plan to Text File 


Label Plans can be exported to a text file for backup and to transfer to another Visa system. Exported plans contain all the information of the 
original Label Plan, and can be viewed and edited using word processors, etc. 


e Select a Label Plan, and select Label Plan/Export to Text File from the Visa Explorer menu 
e — The Label Plan name will appear in the Export Label Plan dialogue box with a .lpf extension by default 
• Тһе default names сап be edited to another filename 
. Press Save, and the Label Plan will be saved to the default file location e.g. C:\Documents and Settings\All Us- 
ers Documents WisaTLMS NDataN abel Plans or to another location you have specified in Setup 2 during the Visa installation 
e If the file was exported successfully there is a screen confirmation message, but no separate log file is written. 


Export Label Plan 


Save in: [ C3 Label Plans 


5 | 4] Australia Post SL & LL Letters.lpf 
и) Australia Post ULD Labels.lpF 
My Recent 
Documents 


(9 


Desktop 


File name: 


Save as type: [Label Plans (рі) 


Figure 3.5 — Export Label Plan Dialogue Box 
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Chapter 4: How to Create a Standard Mail Label 
Once you have created a Standard Mail Label Plan, you can create Standard Mail labels for that plan. 


e Цреп up the related Label Plan for which you wish to create labels in the Explorer TreeView 
• Тһе Explorer ListView will either show labels you have already created, or a blank screen 

e Select Label/Create from the Menu bar — the Create Label screen will appear 

. Go to the appropriate How to ... below 

Standard Mail labels have eight different product categories: 

Clean Mail — 4.7 How to Create a Clean Mail Label 


Full Rate — 4.2 How to Create a Full Rate Label 

Impact Mail — 4.3 How to Create an Impact Mail Label 

PreSort BSP — 44 How to Create a PreSort BSP Label 

PreSort State Residue — 4.5 How to Create a PreSort State Residue Label 
PrintPOST Postcode — 4.6 How to Create a PrintPOST Postcode Label 
PrintPOST Sort Plan — 4 7 How to Create а PrintPOST Sort Plan Label 
PrintPOST State Residue — 4.8 How to Create a PrintPOST State Residue Label. 


ою N MAAR WH > © 


41 Howto Create a Clean Mail Label 


There are two Steps (tabs) to creating a Clean Mail label — Product and Destination. 


Optional Step 3 — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


41.1 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 


e Ма! Process — Customer is automatically selected 
e Product Level — Select Clean Mail from the drop-down menu. Select from the list available to the right of the Product filters 
(under Product Name): SL - Clean Mail Bulk (States) 


. Mail Size — Leave blank 
. Delivery Service — Leave blank. 


41.2 Destination 
The type of Destination screen depends on the tray destination type for the product selected. 
With Clean Mail, the Destination and Sub Destination are based on Sort Break 992 (automatically selected) — Clean Mail. 


° Select the label destination from the list available. 


= Create Label - Full Rate Large Letters 
Product Destination | Attributes | 


12392007 
12992008 


vic 
Clean Mail 


Label Quantity: 


Melbourne 


2892003 1235000000; 


Small Tray | Clean Mail 
VISA 303-1216 12350 Job Nr Date 


Cancel 


Figure 4.1 - Create Label - Clean Mail 


Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 
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42 How to Create a Full Rate Label 


There are two Steps (tabs) to creating a Full Rate label — Product and Destination. 


Optional Step З — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


421 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 


e Ма! Process — Customer is automatically selected 
e Product Level — Select Full Rate from the drop-down menu. Select from the list available to the right of the Product filters (under Product 
Name): four options are given 
. Mail Size — Leave blank 
. Delivery Service — Leave blank. 
422 Destination 


The type of Destination screen depends on the tray destination type for the product selected. 
With Full Rate mail, the Destination and Sub Destination are based on Sort Break 992 (automatically selected) — Full Rate. 
e Select the label destination from the list available. 


= Create Label - Full Rate Large Letters 
Product Destination | Attributes | 


Sort Break: | Tray Sub Destination: [Fui Fate Additional Тен [ 


Tray Sub D. code... | TOID i 1... | Additional.. | Mi 
Ful Rate 08992001 0 18 30 0 
Full Rate 2 08992002 o 
Full Rate 12 08982003 0 
Ful Rate 08992004 0 
Full Rate 08992005 0 
5112 08992006 0 18 30. Е 

08992007 0 

08992008 0 


Stacker Number 


Fuli Rate PER = 


[esses ces 


Cancel 


Small Tray | Unbarcoded 
VISA 33.1216 12350 [Job Nr Date 


Figure 4.2 - Create Label — Full Rate 
Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 


43 How to Create an Impact Mail Label 


There are two Steps (tabs) to creating an Impact Mail label — Product and Destination. 


Optional Step З — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


43.1 Product 


The Product tab is the first tab displayed. The product list consists of four Product Filters: 
e Ма! Process — Customer is automatically selected 
e Product Level — Select Impact Mail from the drop-down menu. Select from the list available to the right of the Product filters 
(under Product Name): three options are given. Each of these options will determine which Destination screen is available 


. Mail Size — Leave blank 
. Delivery Service — Leave blank. 
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432 Destination 


The type of Destination screen depends on the tray destination type for the product selected. 
With Impact Mail, the Destination and Sub Destination are based on either Sort Break or Postcode. 


1. If you have selected product name: S/ — /mpact Mail Residue. 
e Select the label destination from the list available. 
2. уои have selected product name: S/ — /mpact Mail Postcode. 
• Туре in the relevant postcode in the Postcode: box 
3. If you have selected product name: SZ — /mpact Mail NPSP, either: 
• Туре in the relevant Sort Break — if known, or 
e Select from the Mail Destination list, using the scroll bar to search up and down for the relevant destination. 


= Create Label - Full Rate Large Letters 
Product Destination | Attibutes | 


Postcode: [eig Tray Sub Destination: (ALI. 3058 Surface Additional Tet [ 


ізі Destination | Tray Sub асобе... | TDID. Тм. Гм т... | Additional... | Мі 
PRESTONDCVIC АШ 30585. 8112 4100398 0 18 15 0 


Stacker Number: 


Label Quantity: 


ALL 2058 Surface МІС 


e 


Victoria 


103058 1235000 


Cancel 


Small Tras PrintPOST 


VISA 3У3-1216 12350 [Job м 


Figure 4.3 - Create Label — Impact Mail (Postcode option) 


Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 


44 How to Create a PreSort BSP Label 


There are two Steps (tabs) to creating a PreSort BSP label — Product and Destination. 


Optional Step 3 — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


441 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 


e Ма! Process — Customer is automatically selected 

e Product Level — Select PreSort BSP from the drop-down menu. Select from the list available to the right of the Product 
filters (under Product Name): four options are given 

. Mail Size — Leave blank 

. Delivery Service — Leave blank. 


442 Destination 


The type of Destination screen depends on the tray destination type for the product selected. 
With PreSort BSP, the Destination and Sub Destination are based on Sort Break. 


e Туре in the relevant Sort Break — if known, or 
e Select from the Mail Destination list, using the scroll bar to search up and down for the relevant destination. 
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Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 


= Create Label - Full Rate Large Letters 


Product | Destination | Asiae | SYDNEY WEST LF. BSP 005 Regular selected 


Sort Bresk: [a0 Tray Sub Destination: [BSP 005 Regular Adálional Test: [ 


Mail Destination. Tray Sub D. Barcode TDID. Mi. M. Tr. Additional... | Mi. i М. | ^ 
DARWIN MC SSPODRe. S2 — INONES 0 — 15 16 0m 
ALICE SPRINGS ОС BSPO02Re.. 9112 19002198 0 15 16 0 30 
FRENCHS FRST DF BSPOO03Re. 9112 19003795 0 15 16. 0 30 
SYDNEY WEST LF BSP 004 Не. 9112 0; 0 15 16. 0 30 
0 0 
0 0 
0 0 
0 0 
0 0 
SYDNEY WEST LF BSPOllRe. 9112 19011022 0 15 15 0 30 
SYDNEY WEST LF BSPOI2Re. 9112 19012023 0 15 16. 0 30 
SYDNEY WEST LF BSPOI3Re. 9112 19013022 0 15 16 0 30 
SYDNEY WEST LF В5Р 014 Ве... 9112 19014023 0 15 16. 0 30 
ALEXANDRIA DF ВЅР 015 Ве... 9112 19015035 0 15 16. 0 30 
ALEXANDRIA DF В5Р(16Не.. 9112 19015035 0 15 16 0 30 
HUNTER ВЕСІОМ МС ВР 017 Ве... 9112 19017032 0 15 16. 9 30 м 
Stacker Number. [17 E 
SYDNEY WEST LF S шыту [— 2 
BSP 005 Regular 


Sydney 


ІІ ІІ ee rum 


Seve Pint 


9112 1904 


05023 


Small Tray Barcoded 
VISA 3У3-1216 12350 ob Nr Date 


Cancel Help 


Figure 4.4 - Create Label — PreSort BSP 


45 How to Create a PreSort State Residue Label 


There are two Steps (tabs) to creating a PreSort State Residue label — Product and Destination. 


Optional Step 3 — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


45.1 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 


e Маі Process — Customer is automatically selected 

e Product Level — Select PreSort State Residue from the drop-down menu. Select from the list available to the right of the Product filters 
(under Product Name): eight options are given 

. Mail Size — Leave blank 

. Delivery Service — Leave blank. 


= Create Label - Full Rate Large Letters 


Product Destination | Attributes | QLD. BSP Res Regular selected 


Sort Break: | Tray Sub Destinaion: [BSP Res Regular Adlional Test: | 


Mail Destination Tray Sub D. 
ACT 


BSI 
BSP Residu.. 9112 07992023 


Stacker Number: 


Bae Res Regular BNE 77721 (шаш 


ІШІ ІШІ ІІ тете) Se 
811207992004 123500000072 Save Print 


Hep 


Small Tray Barcoded 
VISA 3v3-1216 12350 ob Nr Date 


Figure 4..5 - Create Label — PreSort State Residue 


452 Destination 


The type of Destination screen depends on the tray destination type for the product selected. 
With PreSort State Residue, the Destination and Sub Destination are based on Sort Break 992 (automatically selected) — PreSort State Residue. 


e Select the label destination from the list available. 
Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 
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46 Howto Create а PrintPOST Postcode Label 


There are two Steps (tabs) to creating a PrintPOST Postcode label — Product and Destination. 


Optional Step 3 — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


4.6.1 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 


e Ма! Process — Customer is automatically selected 

e Product Level — Select PrintPOST Postcode from the drop-down menu. Select from the list available to the right of the Product filters 
(under Product Name): four options are given 

. Mail Size — Leave blank 

. Delivery Service — Leave blank. 


462 Destination 


The type of Destination screen depends on the tray destination type for the product selected. 
With PrintPOST Postcode, the Destination and Sub Destination are based on Postcode. 


2 Create Label - Full Rate Large Letters 
Product Destination | Aumbuses | 


Postoode: КЕ Tray Sub Destination: [Ац 4219 Sutace 


Mal Destination | Тубо | Го | [EN 
BURLEIGHHDS DC АЦ. 42195 9112 87000219 0 18 12 


ды 4249 surface QLD 
EMMA N NUA 


(Large 


Oste 


Figure 4.6 - Create Label — PrintPOST Posttcode 


e Type in the relevant postcode in the Postcode: box. 
Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 


47 Howto Create a PrintPOST Sort Plan Label 


There are two Steps (tabs) to creating a PrintPOST Sort Plan label — Product and Destination. 


Optional Step 3 — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


4.7.1 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 


e Ма! Process — Customer is automatically selected 

e Product Level — Select PrintPOST Sort Plan from the drop-down menu. Select from the list available to the right of the Product filters 
(under Product Name): four options are given 

. Mail Size — Leave blank 

. Delivery Service — Leave blank. 
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472 Destination 


The type of Destination screen depends on the tray destination type for the product selected. With PrintPOST Sort Plan, the Destination and 
Sub Destination are based on Sort Break. 


e Type in the relevant Sort Break — if known, or 
e Select from the Mail Destination list, using the scroll bar to search up and down for the relevant destination. 


= Create Label - Full Rate Large Letters ЕЗІ 


Predut Destination | Attributes | SYDNEY WEST LF. CBD 203 Surface selected 


Sort Break: |23 Tray Sub Destination: [CBD 203 Surface Additional Text 


Tray Sub D... | Barcode .. | TDID M 
ALLSPD S. 88085053 5. 0 
ALL SPO S. 88087188 0 
0 
0 
0 


ALL SPD S. 88150033 
ALLSPD S. 88190652 
AL Е 


8 0 
8 0 
88206023 0 
88207023 0 
88208023 0 
8820903 0 
0 
0 
o 
0 
0 


88258028 
88262032 
88270031 
88291485 

CENTRALWESTMC Wetin Plains, 88292008 


Stacker Number 


SYDNEY WEST LF 
CBD 203 Surface New South Was 


| ІШІ | ІІ ШІ | | | 111 | | І ung 


Label Quantity: 


Save 


Large Tr: PrintPOST 
VISA 302.121 12350 оом Date 


Figure 4.7 - Create Label — PrintPOST Sort Plan 


Cancel 


Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 


48 How to Create а PrintPOST State Residue Label 


There are two Steps (tabs) to creating a PrintPOST State Residue label — Product and Destination. 


Optional Step 3 — Attributes tab: the Attribute default is None — if you want to print a date then also go to the Attributes tab and select as 
appropriate. 


4.8.1 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 
e Mail Process — Customer is automatically selected 
e Product Level — Select PrintPOST State Residue from the drop-down menu. Select from the list available to the right of the Product filters 
(under Product Name): four options are given 
* Ма! Size — Leave blank 
e Delivery Service — Leave blank. 


482 Destination 

The type of Destination screen depends on the tray destination type for the product selected. 

With PrintPOST State Residue, the Destination and Sub Destination are based on Sort Break 992 (automatically selected) — PrintPOST State Residue. 
e Select the label destination from the list available. 


= Create Label - Full Rate Large Letters ЕЗ 


Product Destination | Attibutes | ЗА. Residue Surface selected 


Sort Break: | Tray Sub Destination: [Residue Surface ‘Addtional Text: | 


"Mail Destination 
ACT 


43992005 0 
43832006 
20) 


Ri 21 
Residue Sur 2 43982008 


Stacker Number. 


SA 
Residue Surface В, 


| ІШІ ШІ M | VAM | | і €— zn 


Print. 


Label Quantity: 


Small Tra PrintPOST 
VISA 3v3-1218 12350 job Ne 


Cancel Help 


Figure 4.8 - Create Label — PrintPOST State Residue 


Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 
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Chapter 5: How to Import Unaddressed Label Plan Files 


5.1 Importing an Unaddressed Mail Label Plan 


Please Note: The Australia Post Unaddressed Mail Coordination System (UMCS) creates all Unaddressed Mail label plans (Ipf file) to be imported into 
the Visa system. 


For further information on the Unaddressed Mail Service please call CCC UMS Coordination Team on 1300 223 571 or ums@auspost.com.au 


The import process of Unaddressed Mail Label Plans is the same as a normal label plan - please follow the steps below. 
Using Visa Explorer: 


e Select Label Plan/Import from Text File from main menu 

e The import screen will display all the .Ipf Label Plans in the default location 
e.g. C:\Documents and Settings\All Users «Documents WisaTLMS Data , or in another location you have specified in Setup 2 during the 
Visa installation 

e Select a Label Plan Ше and click Open 


Import Label Plan 


Look jn: [C3 Label Plans сі еее: 


А 4)iClean Mali Print POST SortPlan by Air Large ipf 
Full Rate Large Letters. pf [H] PrintPOST SortPlan by Air Small. ipf 
My Recent Full Rate Small енеге рё 4) PrintPOST SortPlan Surface Large.Ipf 
Documents Impact Mail Area Tray ірі |4]PrintPOST SortPlan Surface Small.lpF 
€i Impact Mail Residue. ір 4 Regular Nat SortPlan Large. р 
[4] OFF Peak Nat! SortPlan Large. 2) Regular Nat SortPlan Small pF 
Desktop 13) OFF Peak Natl SortPlan Small. pF 
4) PrintPOST PostCode by Air Large.lpf. State Residue Barcoded Smal pF 
|[4]PrintPOST PostCode by Air Small.pf — |"]State Residue UnBarcoded Large. р? 
|"]PrintPOST PostCode Surface Large.tpf [H] State Residue UnBarcoded Small рі 
II) PrintPOST PostCode Surface Small. pf. 
LIA] PrintPOST Residue by Air Large pf 
4) PrintPOST Residue by Air Small іре 


4) State Residue Barcoded Large.lpf 


4 


|4]PrintPOST Residue Surface Large.lpf 


4) PrintPOST Residue Surface Small.IpF 


Fie name: 
Files of type: Label Plans Г Ірі) 


Figure 5.1 — Import Label Plan Dialogue Box 


A separate screen allows users to import the plan, with error messages and a progress bar as the data validation progresses. It can be cancelled at 
any time. 


2 Import Label Plan 


Line 2365; Imported Successfully 


Figure 5.2 — Import Label Plan Screen 


The import process: 


e Checks the Label Plan name is unique in the database, or asks for a new name if the name already exists 

e Checks the Label Plan header and label data for integrity 

e Prepares a log file of any errors noted during the checks 

e — Places the Label Plan in the appropriate TreeView location 

e Once importing is complete, the error log can be saved for further analysis in e.g. C:\Documents and Settings\All Us- 
ers Documents WisaTLMS Data, with the same name as the Label Plan name, but with а .log extension. 


А separate screen allows users to import the plan, with error messages and a progress bar as the data validation progresses. It can be cancelled at 
any time. 
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Chapter 6: How to Create an Unaddressed Mail Label Plan 


6.1 Creating an Unaddressed Mail Label Plan 


Label Plan creation is available only in Visa Explorer. 

Select Label Plan/Create from the Visa Explorer menu or right-click mouse menu 

The Create Label Plan screen is displayed 

Enter the details in the following fields 

e [abel Plan Name is a mandatory text field with a maximum of 32 characters. A suggested Label Plan Name style for Unaddressed Mail is: 


wah 


= Create Label Plan 


Unaddressed Май Plan _ | Label Plan Type: [ Unaddressed Mai 


Facit. [Visa TLMS 


Machine Туре: [Customer 


Machine: | Holding Plans 


Customer Detads 


Мате: [Compary Name 


Figure 6.1 — Create Label Plan screen — Unaddressed Mail 


Unaddressed Mail Small 040405 
Where "Unaddressed Mail" is the Label Plan type, "Small" is the letter size, and “040405 is the Delivery Week Commencing date 
(always a Monday) 

* [abel Plan Type — Next to Label Plan Type is a drop-down menu. For Unaddressed Mail, the Label Plan Type is Unaddressed Mail 

e facility is a mandatory list box — customers may only choose VisaTLMS 

e Machine Type is a mandatory list box. User must choose either None or Customer The choice will affect the allocation of the Label Plan in 
the TreeView 

e Machine is a mandatory list box. User must choose None or an option here. The choice will affect the allocation of the Label Plan in the 
TreeView 

e Customer Details 
- Name is customer or compay name (Maximum 20 characters) 
- Job Number is generated from the UMCS Ipf file 
- Phone Number (maximum 25 characters) 


4. Click OK to create the Label Plan 
5. Visa will display a screen asking if you want to create labels now 
6. Click Yes if you want to create label/s now or No to create label/s at another time 
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Chapter 7: How to Create an Unaddressed Mail Label 


Once you have created Unaddressed Mail Label Plans, you can create Unaddressed Mail labels for these plans. 


e Open up the Unaddressed Label Plan for which you wish to create labels in Explorer TreeView 
• Тһе Explorer ListView will either show labels you have already created, or a blank screen. 


71 Creating an Unaddressed Mail Label 


There are three Steps (tabs) to creating an Unaddressed Mail label — Product, Destination and Attributes. 


217 Product 
The Product tab is the first tab displayed. The product list consists of four Product Filters: 
e Ма! Process — Customer is automatically selected 
e Product Level — Select Unaddressed Mail from the drop-down menu 
. Mail Size — Leave blank. Select from the list available to the right of the Product filters (under Product Name): either SL — Unaddressed 
Mail or LL — Unaddressed Mail 
e Delivery Service — Leave blank or select Surface. 


7.1.2 Destination 
The type of Destination screen depends on the tray destination type for the product selected. With Unaddressed Mail, the Destination and 
Sub Destination are based on a Postcode. 


e Select the label destination by typing the Postcode into the Postcode: box 
e After the user has entered the Postcode the destination is automatically selected 


e lfa user enters a Postcode which is not valid for the selected product, no destination and sub destination will be displayed. The user will 
then be required to re-enter the Postcode. 


Product Destination | Aimbutes | 
Postcode: [jz Trap Sub Devinahion: [ALI 3121 Suface 


| Mal Destination | Tray Sub. Barcode тою 


RICHMOND DC VIC a = 
ALL_3121 Surface = 


ІІІ Company Nome Бөке» | Basis 
= =" 


Cancel | 


Figure 7.1 - — Create Label — Unaddressed Mail 
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7.1.3 Attributes 


If the selected Product is Unaddressed Mail, the Attributes tab will show a different set of attribute options to those for the default Standard 
Attributes. 


Delivery Week Com- The drop-down calendar displayed will only allow users to select a Monday of the relevant 
mencing delivery week. All other dates are greyed out and cannot be selected. 


The user must select a date (Monday for Unaddressed Mail Label Plans to be validated and 
for labels to be printed. 


The user must also select a date (Monday) which is in accordance with the Unaddressed 
Mail Service Guide. 


Create Label - Unaddressed Mail Plan 


Delivery Week Commencing 
(Мото itat day mast be à Monday) 

ck on ‘stom, Pen select he Monday 
the тоже debveny месі 


RlcHOND DC VIC VIC 


2 
18/07/2011 


Figure 7.2- Unaddressed Mail Attributes 


Once all tabs have been completed, click on the Save button. The label is automatically saved to the appropriate Label Plan. 
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Chapter 8: How to Make Changes to a Label Plan 


Chapter 8 covers the following: 


Coping Label Plans - 8.1 How to Copy label Plans 
Editing Label Plans - 8.2 How to Edit Label Plans 
Printing Label Plans - 8.3 How to Print Label Plans 


fe pen X. 


Deleting Label Plans - 8.4 How to Delete Label Plans 


8.1 How to Copy Label Plans 


Label Plan copying is available only in Visa Explorer. 
In Visa Explorer, the Copy Label Plan feature allows you to copy an existing Label Plan without having to go through the Create Label Plan process. 


You can also edit a copied Label Plan to quickly update Label Plan contents. 


e  |nthe TreeView window, click the Label Plan you want to copy 

e Select Label Plan/Copy from the Visa Explorer menu or right-click mouse menu 

e Тһе Copy Label Plan screen is displayed 

e Enter the new name in the New Label Plan Name field (you can view and select existing Label Plan names by clicking the button to the 
right of the field, select a name and then rename the Label Plan to a unique name) 


e Users are also able to change Facility, Machine Type and/or Machine fields at the same time (you can view and select existing names by 
clicking the button to the right of each field) 


e уои want to use the same label quantity confirm that the Existing Label Quantity is selected. Otherwise, select New Default Quantity 
and enter the required number 


e Indicate label dates by selecting System Date or Specific Date as appropriate. If you do not require any date information select option 
None 


e (lick OK to accept the changes 
e Тһе TreeView and ListView displays are automatically updated to reflect the new (copied) Label Plan. The new Label Plan is highlighted in 
the TreeView. 
= Copy Label Plan: Clean Mail 


Label Plan Clean Mail 8 Label records! 
in the Label 
Plan 


New Label Plan Name: [Clean Mail (2] TA 


Facility: [Visa TLMS zl 


Machine Type: | Customer - 


Machine: | Pre Sort Plans М 


Quantity for All Labels 


@ Existing Label Quantity С New Default Quantity = 


NOS/Time 


(+ No Change © National Operating Standard C System Time 


| zl C None 


Date for All Labels 


@ No Change (C System Date 


(^ Specific Date С None 


Figure 8.1 - Copy Label Plan Screen 
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8.2. How to Edit Label Plans 


Label Plan editing is available only in Visa Explorer. 
In Visa Explorer Label Plan Edit allows you to change Label Plan details: 
e |n the TreeView window, select the Label Plan you want to edit 
e Select Label Plan/Edit from the Visa Explorer menu 
e Тһе Edit Label Plan screen is displayed 
Note: This screen ts similar to the Create Label Plan screen except the Label Plan data has already been entered. 


= Edit Label Plan 


Label Plan Name: |Full Rate Large Letters F 


Facility: | Visa TLMS 


| 


Machine Type: | Customer xi 


Machine: | Pre Sort Plans си 


Customer Details 


Name: Job Number: | 


Phone Number: State: | | 


DK | Cancel | Нер 
Figure 8.2 - Edit Label Plan Screen 


e Change the details in the fields of the editing screen 
e Click OK to accept the changes. 
The ListView automatically updates the Label Plan. 


8.3 How to Print Label Plans 
In Visa Explorer the Print option allows you to print the complete Label Plan using the quantities associated with each label. 


If necessary, you can change the default quantity settings, or specify a particular quantity for the label set as required. You can also select the range 
of labels to be printed for each stacker. 


e To print a Label Plan, select a Label Plan from the TreeView ог ListView 
e Select menu option File/Print Label Plan 
* Print Confirmation screen is displayed. 


= Print Confirmation 
Machine Details Label Plan Details 
Facility Type: Customer 
Facility; Visa TLMS 


Sort Plan: Unlinked 


Metin Bes Label Plan: Full Rate Large Letters 


Machine: — Holding Plans mn 


Change @ All Labels 


С Label Range Cancel 


From Stacker Help 
е! 
C New Label Quantities mn = 


To Stacker 


Total Number of Labels: 16 


[Plus а header label) Printer Setup... 


Figure 8.3 - Print Confirmation Screen 


e Select Default Label Quantities or select the New Label Quantities and enter a number in the box provided 
e Select either All Labels or Label Range and enter a number into the From stacker and a number in the To stacker 
e Select a label printer from Printer Setup. 


Note: You can also print complete Label Plans using Visa Touch. 
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8.3.1. Using Command Line 


The Command Line Interface can print a complete Label Plan, or a range of labels from a Label Plan, in varying quantities via the DOS command 
prompt or Run command in Window Start menu. 
The syntax is: 


VisaCommand /p <“label plan пате” > [/<first stacker>/<last stacker >] /[q < Quantity >] 


where: 
/p is the print switch 
<label plan name> is the name of the Label Plan you want to print, and can include the full network directory path listing for the Label Plan 
<first stacker> is the first stacker number in the range of labels to be printed 
<last stacker> is the last stacker number in the range of labels to printed 
/q is the optional Quantity switch. If it is omitted, then the default label quantity from the Label Plan will be printed. 


8.4. How to Delete Label Plans 


Label Plan deletion is available only in Visa Explorer. 


In Visa Explorer Label Plans, and their label sets, can be deleted. Label Plans can only be deleted one at a time, and are deleted by being transferred 
to the Recycle Bin. From the Recycle Bin, Label Plans may be restored or deleted permanently from the system. 
e |n the TreeView window, select a Label Plan you want to delete 
e Select Visa menu option Label Plan/Delete 
e Тһе Delete Confirmation screen is displayed 
e Click Yes to delete the Label Plan or No to cancel the deleting request. 
Note: When creating a Label Plan, you cannot use the same name as that of a Label Plan іп the Recycle Bin. The Label Plan must be 
deleted from the Recycle Bin before using that name. 


8.4.1. Using Command Line 


The Command Line interface can delete a Label Plan from Visa, via the DOS command prompt or Run command in Window Start menu. 
Note: The Label Plan is deleted immediately, not placed into the Recycle Bin. 
The syntax is: 


VisaCommand /d <“Label Plan name” > 


where: 


/d is an action switch for the delete command 
<Label Plan name> is the name of the Label Plan you want to delete. 


AUSTRALIA 


National Label Operations - v1.7 35 (P) POST 


| Visa Tray Label Management System How To: User Guide 


Chapter 9: How to Make Changes to a Label 


Chapter 9 covers the following: 


Editing Labels — .2 7 How to Edit Labels 

Adding text to Labels — 22 How to Add Text to Labels 

Deleting Labels — 9.3 How to Delete Labels 

Printing Labels from Create/Edit — 9 4 How to Print Labels from Create/Edit 
Coping Labels — 2.5 How to Copying Labels between Label Plans 

Search a Label — 2.6 How to Label Search Function 

Previewing Label — 9 7 How to Preview a Label 

Printing Labels for Destination — 2.8 How to Print Labels for Destination 
Move Stacker — 9.9 How to Move Stackers 

Editing Invalid Labels — 9.9 How to Fait Invalid Labels 


ae 569: cw SS): ae eae XE о28 


о 


9.1. How to Edit Labels 


Label editing is available only in Visa Explorer. The Edit Label function is used to change labels information or validate an invalid label for printing. The 
screen for Edit Labels is identical to the Create Labels screen, and will perform an identical functionality. 
e Select the Label Plan containing the label you want to edit from the TreeView window 
e Select the label you want to edit from the ListView window 
e Select menu option Label/Edit 
• Тһе Edit Label screen is displayed 
° If a label does not have a Product defined, then the user will have to pick a new product 
. If the label does not have a sub-destination defined, the user will have to enter details 
. Unaddressed Mail — if the label was created as a Standard label and needs to be edited to Unaddressed Mail, or the label is an Unad- 
dressed Mail label which requires editing, the user will need to update the Attributes associated with Unaddressed Mail — see section 
7.1.3. Attributes 
e Press OK to save changes 
e Тһе ListView window automatically updates any changes made to the label. 


= Edit Label - Full Rate Small Letters 
Attiibutes | 


| Mail Process. Product Name | Product Text | Mail Categor... | Expert Code 
SL-FulRate.. Unbarcoded 08 1042 
larcoded 


SL-FullRate.. B. т 1041 


IV. Product Level 


IV. Mail Size 


Delivery Service 


Clear 


Stacker Number: [2 


NSW 
Full Rate 


SYD 
MO A T em 


Label Quantity: 


Sydney 


9112 08992002 1235000000; 


Small Tray | Unbarcoded 
VISA 303-1216 12350 ob Nr Date 


Figure 9.1 - Edit Label Screen 


Cancel. 


As for Create Label, the stacker number in a Label Plan may not be changed to a stacker number already in use. An appropriate error message will 
be displayed asking the user to select a different stacker number. 


The last modified date and user name will be automatically updated by the system when the user makes a change to the Label Plan. 


9.2. Howto Add Text to Labels 


Labels can have additional text added to them. For example: 
e information on tray sequencing numbers 
e — extra advice on tray contents 
e customer reference ID, etc. 
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= Edit Label - Full Rate Small Letters 


fe... | TDID. 
08992001 


Additional 


BSSSESSEBE|- 


08992008. 


Additional 
Text 


NSW 
Full Rate 


9112 1072 


08992002 123500000: 


Small Tray | Unbarcoded 
VISA 3У3-1218 12350 Job Nr 


Figure 9.2 - Additional Text 


9.3. How to Delete Labels 


Label deletion is available only in Visa Explorer. Individual or multiple selected labels can be deleted from a Label Plan in ListView. 


The Delete Label function PERMANENTLY deletes labels fram the system. 


. In the TreeView window, select the Label Plan containing the label(s) you want to delete 
e In the ListView window, select the label(s) you want to delete 
- To select all labels within a range, select the first label, hold down the Shift key and click the mouse on the last label 


- То select groups of labels, hold down the Control key and click the mouse on the labels to be deleted 


e Select keyboard Delete key or menu option Label/Delete 
e Fora single label deletion, a message is displaying asking for confirmation of the label deletion request. The user will need to press Yes to 
delete the label, or No to cancel the deletion request 
e For multiple labels deletion, a confirmation for each label is displayed, with the following options: 
Yes. If selected, the label specified will be deleted and the message reappears for the next selected label. 


1. 
2. Yesto All. If selected, all selected labels will be deleted and no further confirmation is asked. 

3. Мо. If selected, the selected label is not deleted and the message reappears for the next selected label. 
4. 


Cancel. If selected, no label is deleted and the deletion process is halted. This will not restore any labels that have already been 
deleted. 


9.4. Howto Print Labels from Create/Edit 


You can print valid individual labels or a range of labels associated with a Label Plan when creating or editing a label. 
e Inthe TreeView, select a Label Plan 
e Inthe ListView select a label; or a range of labels (e.g. labels from stacker 1 to 9) using Shift + mouse; or several different labels 
(e.g. labels from stackers 1, 3 and 9) using Control -- mouse 
e Select Visa menu option File/Print Label for Stacker 
• Тһе selected labels will be printed 
e Once the print process is complete the Create/Edit screen is re-displayed, to continue with the Create/Edit process. 


9.5. How to Copying Labels between Label Plans 


The user is able to Copy Labels from one Label Plan and Paste them to another. 
The Copy Label menu option is enabled if the user has one or more valid labels selected in the Label list, and has Create Label permission in at least 
one Facility. In order to ‘Paste’ labels in to a Label Plan, the user must have Create Label permission for the Facility that the Label Plan belongs to 


e The Copy Label function is initiated by selecting one or more labels in the labelList and selecting ‘Copy’ from the label menu. 
e То Past the Labels into another label plan, the user selects a label plan in the TreeView and selects ‘Paste’ from the LabelMenu 
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The user can then choose to perform a direct copy, keeping the stacker numbers from the original label plan or perform an end of label plan copy, 
pasting the labels to the end of the label plan. Whatever method of copying is chosen, a check should be done to ensure that the product of the 
Label is valid for the Label Plan type of the destination Label Plan The whole Paste action will fail if any of the labels to be pasted have a product type 
not valid for the Label Plan Type. 


Note: labels тау be Pasted' in to the same Label Plan they were copied fram. 


When performing a direct copy, if any of the original stacker numbers already exist in the label plan where the labels are being copied to, the copy 
will fail. When performing an end of label plan copy, the new labels are assigned stacker numbers starting from the stacker number after the highest 
in the Label Plan. If there is not enough free stacker numbers at the end of the label plan, the copy operation will be cancelled and an error message 


displayed. 


= Explorer - VisaTLMS - Customer Edition 
File View LabelPlan Label Reports Tools Recycle Bin Help 


Ех] 


[Label Plan - Off Peak Natl SonPlan Small 54 Label records 


Е PiniPOST SortPten Surface Large 
Е PrintPOST SortPten Surface Small 
Е Regular Nat! SortPlan Large 

Е Regular Nat! SortPlan Small 

Е State Residue Barcoded Large 

Е State Residue Barcoded Small 

Е State Residue UnBarcoded Large 


BSP 020 Off 


1 24021023 SYDNEY WESTLF BSP 021 Off 
1 24022022 — DANDENONGLC BSP 022 Off 
23 1 24023022 — DANDENONGLC BSP 02301 
1 24024022 DANDENONGLC ВР 024 Oif 
24025022 


2 — DANDENUNGLC В5Р 025 Off 
24026022 — DANDENONGLC BSP 026 Off 
24027022 — DANDENONGLC BSP 027 Off 
24028022 — DANDENONGLC BSP 028 Off 
24029022 — DANDENONGLC ^ BSPO23DIf 
24030022 — DANDENONGLC BSP 030 0ff 
24031022 — DANDENONGLC BSP 031 Off 


Е State Residue UnBarcoded Small 1 
1 
1 
1 
1 
1 
3 1 2403002 — DANDENONGLC BSP 0320ff 
1 
1 
1 
1 
1 
1 


Invalid Label Plans 
Workstations 

|А All Label Plans 

[S] Label Search Results 

|Д Recycle Bin 

2 Unaddhessed Mail Plan 
24033022 DANDENONGLC В5Р0330Н 
24034022 DANDENONGLC BSP 034 Off 
24035019 — NORTHGATEMC BSP 02500 
24038018 NORTHGATE MC BSP 036 Off 
24037019 NORTHGATEMC BSP 037 Off 
2amema мпатыбатемг RGP MRNA 


SL - Off Peak-Barcaded Bulk Natl 
SL - Off Peak-Barcoded Bulk Natl 
SL - Off PeakBarcoded Bulk Natl 
Print Label 
Create Label 


Delete Label 


Change Label Quantity 
Move Stackers coded Bulk Nat 
Search Labels coded Bulk Nat 


SL - Off Peak-Barcoded Вик Natl 
SL - Off Peak-Barcoded Bulk Natl 
GI „ПЕ Paak-Rarendad Bri Nat 


| Facies [Destination Sub Destination | Additional. | Product Type Label Format ^ 
2-8 Visa TLMS 1 1 2400063 DARWIN MC BSP 001 Off SL - Dif Peak-Barcoded Bulk Natl... Customer SL 
= Bg Customer 1 ALICE SPRINGS DC BSP 002 Off SL - Off Peak-Barcoded Bulk Nat'l. Customer SL. 
= Шу Pre Sot Plans 3 1 FRENCHSFRSTDF BSP 003 Off SL- Off PeakBarcoded Buk Natl... Customer S 
Е a Mail 4 1 SYDNEY WEST LF BSP 004 Off SL - Off Peak-Barcoded Bulk Nat'l. Customer SL 
H Fu te Lage Laer 5 1 24005023 SYDNEYWESTLF BSP 005 Off SL - Off Peak-Barcoded Вик Май... Customer SL 
B insect seas 6 1 24006023 — SYDNEY WESTLF BSP 006 Off SL - Off Peak-Barcoded Bulk Natl... Customer SL 
B Inpact Mal Residuo 7 1 ST LEONARDS DF Customer SL 
8 1 
Е Off Peak Nat! SortPlan Large » 
Off Peak Nar ЅойРізп Small 1 SYDNEY WEST LF Customer SL. 
E 10 1 24010025 — ALEXANDRIADF BSP 0100ff SL - Off Peak-Barcoded Вик Май... Customer SL 
Е PrintPOST PostCode by Air Large 
È PiniPOST PostCode by Ai Small Ш 1 24011023 — SYDNEYWESTLF BSP 011 Off SL - Off Peak Barcoded Buk Natl... Customer SL 
Е PirtPOST PostCode Surface Large 2 1 24012023 — SYDNEYWESTLF BSP 012 Off SL - Off PeakBarcoded Вик Май... Customer SL 
BP PrintPOST PostCode Surface Small 13 1 24013023 SYDNEY WEST LF BSP 013 Off SL - Off Peak-Barcoded Bulk Nat'l. Customer SL. 
Е PrintPOST Residue by Air Large 4 1 24014023 SYDNEY WEST LF BSP 014 Off SL - Off Peak-Barcoded Bulk Nat'l. Customer SL. 
© PinlPOST Residue by Air Small 15 1 24015026 ALEXANDRIA DF BSP 015 off 51-0 Natt SL 
Е PrintPOST Residue Surface Large 6 1 24016035 ALEXANDRIA ОҒ BSP 016 Off 51-0 а SL 
Е PritPOST Residue Surface Small 17 1 24017032 — HUNTER REGION... BSP 017 Off 
Е PiintPOST SotPlan by Ait Large. 18 1 24018032 — HUNTERREGION.. BSP 018 Off Customer SL 
BB PinPOST SotPlan by Air Small 1 24019033 — CANBERRAMC — — BSPOISDIf 


Customer SL 
Customer SL 
Customer SL. 


CustomerSL 


Customer SL 
Customer SL 
Customer SL 
Customer SL 
Customer SL 
Customer SL 
Customer SL 
Customer SL 
Customer SL. 
Customer SL 
Customer SL 
Fustamersi У 
> 


Status 


Figure 9.3 - Copy Labels 


20/01/2008 


1:10AM 


In the Figure above, five labels are being copied (Stackers 3, 8, 16, 20 and 25) from Label Plan Impact Mail PostCode, by highlighting the required 


labels and selecting “Сору Labels' from the menu. 


= Paste Label 


Total label(s) copied: 


С Paste label(s] to end of Label Plan 


Cancel | Help | 


Figure 9.4 - Paste Label Options 


In the Figure above, three labels have been copied and are to be pasted to the end of the Label Plan. 
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= Explorer - VisaTLMS - Customer Edition 
File View LabelPlan Label Reports Tools Recycle Bin Help 

Label Plan - New: 5 Label records 
E Facilities 


g Stacker # | Label Qty | TDID Additional... Label Format 
- Visa ТІМ5 3 1 BSI ff Peal 


SYDNEY WEST LF ШЕТ! LL - Barcoded Bulk Nat! Splan Off... Customer LL 
=) Bg Customer 8 


=) а) Pre Sort Plans 
Ẹ Clean Mail 
Е Full Rate Large Letters 
© Ful Rate Small Letters 
E Impact Mail Area Tray 
E Impact Mail Residue 
E New Off Peak Nat! SortPlan 
Е Off Peak Nat! SortPlan Large 
© Off Peak Nat! SortPlan Small 
Е PiintPOST PostCode by Air Large 
E PrintPOST PostCode by Air Small 
Е PintPOST PostCode Surface Large 
E PiintPOST PostCode Surface Small 
Е PintPOST Residue by Air Large 
E PintPOST Residue by Air Small 
Е PrintPOST Residue Surface Large 
E PiintPOST Residue Surface Small 
E PrintPOST SortPlan by Air Large 
E PiintPOST SortPlan by Air Small 
© PintPOST SortPlan Surface Large 
Е PintPOST SortPlan Surface Small 
E Regular Nat! SortPlan Large 
E Regular Nat! SortPlan Small 
E State Residue Barcoded Large 
Е State Residue Barcoded Small 
Ẹ State Residue UnBarcoded Large. 
Е New 
Invalid Label Plans 
Workstations 
LA, All Label Plans 
[S] Label Search Results 
|ЕҘ Recycle Bin 


58008023 SYDNEY WESTLF BSP 008 Off Peak LL - Barcoded Bulk Nat'l Splan Off Customer LL 
58016023 SYDNEY WESTLF BSP 016 О Peak LL - Barcoded Bulk Nat'l Splan Off Customer LL 
58020023 SYDNEY WESTLF BSP 0200ff Peak LL - Barcoded Bulk Nat'l Splan Off Customer LL 
58025022 ^ DANDENONG LC BSP 025 Off Peak LL - Barcoded Bulk Natl Splan Off... Customer LL 


ШЫ 


Status 20/01/2006 11:42 AM 


Figure 9.5 - Labels Pasted to another Label Plan 


In the Figure above, five labels have been pasted to the end of the Label Plan State Residue UnBarcoded Small while retaining the original stacker 
numbers (Stackers Stackers 3, 8, 16, 20 and 25). 


9.6. How to Label Search Function 


The label search function allows a user to search all labels within their facility database for a particular destination. 


In the search results ListView the user may re-size any of the columns. The user may also double click on a column divider to expand or collapse the 
column width. When expanding, the column width will expand based on the maximum length of contents and title. When collapsing, the column 
width will be collapse based on the maximum of the column contents only. 


The user may re-order the columns in the results list by selecting and dragging the column header to the new location. The list view should scroll 
when dragging the column beyond the current visible columns. The column order is remembered in the Windows Registry per user and will be re- 
membered for the next time the screen is invoked by the user. The user may order the list by clicking on the column header that they wish to order 
the list by. The user may also select which columns they wish to display by using the field chooser. 


e interface 
When you decide to perform a label search, you will be prompted to enter a Mail Destination name. When entering a destination name 
you must type at least 2 characters to a maximum of 16 characters to trigger a search. A list of destinations will be displayed beginning 
with the characters in the search text box. 

e |n the example below, the user has type mel, with the matching destination names listed in the list view below. The searching is not case 
sensitive. Labels in the recycle bin are not included in the search 


= Label Search 


RICHMOND DC VIC 
C StackerNo: |RICHMOND EAST 


RICHMOND EST LPO 
C ТОЮ: RICHMOND LPO 
RICHMOND LPO QLD 


RICHMOND NSW 
Cancel | RICHMOND NSW RP 
RICHMOND NTH 


Figure 9.6 - Label Search Screen 
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Once a Mail Destination has been selected, the user presses Search, the results are then displayed in the main list view. If the label does not exist, 
the main list view will be blank and the following message will appear: 


VisaExplorer 


0) No Labels have been found for Destination HALLAM ! 


Figure 9.7 - No results screen after search 


9.7. How to Preview a Label 


The label image preview appears in the Create/Edit Label screen in the Visa Explorer interface. 


When Create/Edit Label screen is first opened the preview image is blank. As changes occur to Product, Destination and Attributes, the preview 
image is automatically updated. 


The label product code application determines what Label Format file information should be displayed on the label. It formats and positions data 
according to the format and location specified in the file. 


If a label format file required to preview the label is missing from the local hard disk an error message is displayed. The preview image will remain 
blank. 


971 Howto Copy a Label Image to Clipboard 
Once a label image has been generated, the user can: 


e Press Copy Image button or right-click the image with the mouse 
e Select Copy to Clipboard from the menu. A same size image will be copied to the clipboard 
e Paste to another application. 

972 Howto Display a Label Image at Full Size 

Once a label image has been generated the user may: 


e Double-click on the image to view a full-size label image 
e Alternatively, right-click the image with the mouse and select Full Size Image from the menu 
* Press Full Size Image button 


= Preview Label 


BSP Res Surface C B R 


Canberra 


9112 70000003 


09992001 5615; 


Small Tray | Barcoded 
VISA 3v3-0911 56157 Job Nr Date 


Figure 9.8 - Full Size Label Screen 


If the full size image is too large scroll bars will appear to allow the entire label image to be viewed. 
The user can select either the X button in the top right hand side of the screen, or the Close button to close the full size image. 
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9.8. How to Print Labels for Destination 


The Print Label for Destination function enables you to print ad hoc labels. 


e Бот Visa Explorer, select menu option File/Print Label for Destination 
e The Print for Destination screen is displayed. The Sort Break and Postcode destination screens are also available for use 


3t Print For Destination 
Product Destination | Attributes | 


11992008 


QLD BNE -- : Stacker number and 
BSP Full Rate IN І Print button is 


911211 


982004 123500000 


|! ШІ -4 > greyed out 


Small Tray Barcoded 
VISA 3У3-1218 12350 ob Nr Date 


Figure 9.9 - Print Destination Screen 


Note: The Print for Destination screen апа its functions are identical to the Create Label screen except that the stacker number field апа Save 
button are not enabled. 
. Make your selection as required. Refer Chapter 4: How to Create Standard Mail Labels ог Chapter 7: How to Create Unaddaressed Mail 
Labels for selecting Label Details 
e — Click OK to start printing or Cancel to cancel the request 
e Once the print process is completed, the Print for Destination screen is 
re-displayed to allow the user to print another label. 


9.9. Howto Move Stackers 


Users are able to move a label or a selection of labels on the list within the Label Plan. 
Users select one or more labels and request they be moved by changing the label stacker number by a user-entered amount. 


e To select all labels within a range, select the first label, hold down the Shift key and click the mouse on the last label 
e То select groups of labels, hold down the Control key and click the mouse on the labels to be moved 

e Select Move Stackers option 

e Тһе Move Stackers screen is displayed 


= Move Stackers 


Move Stackers by: ЕҢ 
| 


Figure 9.10 - Move Stacker Screen 


e  Entera number to move the stackers by. The number must be between -9998 10-1 to 9998 

e Press OK — a check will be done to ensure that the move will not result in a stacker number outside the range 1 to 9999. If the move is 
outside this range, the user will be prompted to re-enter the number 

. If, during the move, a duplication stacker number occurs, the move is cancelled and the user must begin again. This usually occurs if the 
user selects a sub-set of labels in a Label Plan to move. /fa// labels within a Label Plan are selected then duplication is unlikely to occur. 
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9.10. Invalid Labels 


An Invalid Label can be generated in the Visa Explorer screen. This can occur when a user selects a Product type without selecting a destination or 
postcode; the label will be saved as Invalid. Invalid Labels are displayed with an Invalid Label icon in Red and Yellow . 


The Invalid Label can be saved, edited or deleted. 


e Saving Invalid Label is available to allow the user to keep incomplete Labels for future editing. It is not recommended to store Invalid 
Labels in Label Plans, as this can result in missing data/Label Plans 

e  [nvalid Labels can be edited by double-clicking the label and reselecting the desired product and destination. Once the label is valid, the 
user is able to save and export the Label Plan to file 

e Deleting Invalid Labels can be done by selecting menu option Label/Delete or right clicking the Label and selecting Delete Label. 


= Explorer - VisaTLMS - Customer Edition 


[Label Plan - State Residue UnBarcoded Small 19 Label records 
(Ей Ғасінес Stacker tt | Label Qty | TDID Destination Sub Destination | Additional... | Product Туре | Label Format 
=- Visa TLMS E 17 1 INVALID. INVALID. SL - Off Peak-Barcoded Bulk State... Cust SL BC Off. 
= Bg Customer D 18 10 INVALID — INVALID SL - Off Peak Barcoded Bulk State... Cust SL BC Off . 
=) Ре Sort Plans D 15 1 INVALID — INVALID SL - Off Peak-Barcoded Bulk State... Cust SL BC Off. 
E Clean Mai 59 1 1 206892001 ACT Residue Regular SL -RegularnotCodedBuk State.. Customer SL 
d Га Паз ады 555 ə 2 1 2592002 NSW Residue Regular SL - RegularnotCoded Buk State.. Customer SL 
Б Impact Mai Area Tray 3 з 1 8982003 МС Residue Regular SL -RegularnotCoded Bulk State.. Customer SL 
È праз Mai Residue 7 4 1 — 2699204 OLD Residue Regular SL - Regular-notCoded Bulk State... Customer SL 
© New Off Peak Natl SonPlan 20 5 1 26992005 ЗА Residue Regular SL - RegularnotCoded Bulk State... Customer SL 
© Off Peak Natl SotPlan Large 20 Б 1 28992006 WA Residue Regular SL - Regular-notCoded Bulk State... Customer SL 
© ff Peak Natl SotPlan Small 20 7 1 28392007 TAS Residue Regular SL -RegularnotCoded Bulk State .. Customer SL 
Е PiinPOST PostCode byAirlage |29 8 1 26992008 МТ Residue Regular SL - Regular-notCoded Bulk State.. Customer SL 
Е PrintPOST PostCode by Air Small 292 s 1 28992001 ACT Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
© PinPOST PostCode Surface Large |22 10 1 28982002 — NSW Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
E PinPOST PostCode Surface Small |20 11 1 2899203 МС Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
© PiintPOST Residue by AirLage |29 12 1 289920 QLD Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
E PintPOST Residue by AirSmal | 13 1 28982005 SA Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
Е PrintPOST Residue Surface Large |= 14 1 28992000 WA Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
Е PrintPOST Residue Surface Small [=a 15 1 28992007 ТА5 Residue Off Peak SL - Off Peak-notCoded Bulk State... Customer SL 
Е гоа а D гаю 29 16 1 28992008 МТ Residue Off Peak SL - Off Peak-notCoded Buk State... Customer SL 
ігі ortPlan by Air Smal 
© PinPOST SortPlan Surface Large 
© PiintPOST SortPlan Surface Small 
© Regular Nat! SortPlan Large 
E Regular Natl SottPlan Small 
Е State Residue Barcoded Large 
Е State Residue Barcoded Small 
Е State Residue UnBarcoded Large 
Ё State Residue UnBarcoded Small 
Invalid Label Plans 
Workstations 
ГА Al Label Plans 
КІ Label Search Results 
| Recycle Bin 
© Unaddressed Mail Plan 
< Ш | > 
Status 20/01/2006 11:16AM 


Figure 9.11 - Visa Explorer Invalid Label 
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Chapter 10: How to Use Visa Touch 


Unlike Visa Explorer, Visa Touch only allows the user to print labels — the user cannot edit, copy or perform other features. Visa Touch is 
generally used on the facility floor by MPEs to print on-demand from Label Plans that have already been set up. 


10.1. Label Plan Screen 
Use this screen to select a Label Plan and print it. 


Touch the arrow buttons on a Visa Touch, press Page Up, Page Down, Up and Down arrows on a keyboard, or use a mouse to select a Label Plan 
name. 


Click Print Label Plan located at the bottom right hand corner of the Label Plan screen to print a Label Plan. 


Sort Plan Label Plan Stacker Quantity a 
None Clean Mail All Default 958 
А Planned Е 
Label Plan Мате Last Modified 
Ф Clean Май 9 21 Моу05 
d 
C) Full Rate Large Letters 16 21 Nov 05 
O Full Rate Small Letters 16 22 Jul 05 
O Impact Mail Area Tray 58 22 Jul 05 
Arrow O Impact Mail PostCode 2981 22 Jul 05 
Buttons 
O Impact Mail Residue 8 22 Jul 05 
Print Label Plan 
Machine Type | Label Plans | Stackers | System 


Press these buttons to move between alternative screens 


Figure 10.1 - Label Plan Screen in Visa Touch 
10.2. Stackers Screen 


Use this screen to select a Stacker and print the label(s) of the Stacker. 


Press Page Up, Page Down, Up and Down arrows on a keyboard or type a number or click numbers on the keypad located on the right of the 
Stackers Screen to select a Stacker. 


Press Print Stacker located at the bottom right hand corner of the screen to print a label(s) of the selected stacker. 
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é` Touch Screen - VisaTouch - Customer Edition BEES 


Sort Plan Label Plan Stacker Quantity a 
None Clean Mail 1 1 |. Cose | 


[m 
Iw) 


Print Stacker 


Machine Type Label Plans | забен) System | 
Press these buttons to move between alternative screens 


Figure 10.2 — Stacker Screen in Visa Touch 


Click left of stacker description to print x labels where x is quantity. 

Click quantity box, select required quantity and print. 

10.3. System Screen 

Use this screen to select a printing style for the labels. 

Select Machine Dressing in the System Screen to allow for one label of each stacker to be printed first, then the balance of the labels will be printed. 


Select Bulk to print all the labels by stacker. 77/5 /s the only printing option for Customers. 


4 Тоисћ Ѕстееп - УізаТоисћ - Сизіотег Ейіоп 12807 |2< 111228582155) 
Print Sequence Logon ID Database a | 
Bulk Sequence Local Local 958 


Ргіпі бедиепсе 


e Bulk Sequence 
O Machine Dressing 


Machine Type Label Plans | Stackers | System 
Press these buttons to move between alternative screens 


Figure 10.3 — System Screen in Visa Touch 
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10.4. Machine Screen 


Use this screen to change the default sorting machine details. 
Press Page Up, Page Down, Up and Down arrows on the keyboard to make a selection. 


1. In the Machine Types section, select an appropriate option. 

2. There are 4 options: Facility Type, Facility Name, Machine Type, Machine - you need to choose at least one option. 

3. The list on the left of the screen will automatically update accordingly, select an appropriate item in this list. 

4. Press Set As Default to change the Machine details, or press Restore Default if you want to keep the existing machine details. 


4 Touch Screen - VisaTouch - Customer Edition 


Facility Type Facility Name Machine Application ID a 
Customer Visa TLMS Pre Sort Plans 123428 iiid 
Machine Types А 
O Business Centre 
e Facility Type 
j O City Delivery Centre 
O Facility Name 
C) Community Mail Agency 
C) Machine Type 
С) Community Postal Agency 
C) Machine 


Ф Customer 
Set As Restore 
Default Defaults 


М 


Machine Туре | Label Plans | 


| System 


Press these buttons to move between alternative screens 


Figure 10.4 — Machine Screen in Visa Touch 
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Chapter 11: How to — Other Visa Information 


Chapter 11 covers the following: 
e — Reports – 77.7 Reports 
e Printing a Report — 77.2 Printing a Report 
e Maintaining Workstation Information — 77.3 Maintaining Workstation Information 
e Viewing Log Files — 77.4 Viewing Log Files 
e Printer Requirements — 77.2 Printer Requirements 
e Tray Hygiene — 77.6 Тау Hygiene 


11.1 Reports 


An All Label Plan Report displays all the Label Plans in the current facility or local database, apart the ones in the Recycle Bin — and you can also 
display just a single Label Plan in a Report as well. 


Similarly, you can display a Workstation Report, which provides information on each workstation that has used the facility database. 


Users sometimes require information on just a single Label Plan or all Label Plans in use, or Workstations — for attaching to other documents, 
preparing a presentation, etc. 


Visa Explorer allows users to print a report for such a purpose, from either the TreeView or ListView. 


11.2 Printing a Report 


e Select the Label Plan or Workstation for which you want to generate a report from TreeView or ListView 
e Select menu option Reports/ Single Label Plan or All Label Plans or Workstations 
e The Print screen is displayed 
e Select the appropriate printer options then click OK. 
The Label Plan Report or Workstation Report preview screen is displayed. From here, the Report can be copied to the document/presentation etc. or 
printed as hard copy. 
= All Labels Plans Report [1515] 
ma ee мы e тім е] 


Visa Tray Label Management System 


Ай Label Plaws Report 


Database Server 


Name Facility Machine SPMS геена User Gusteme Әше Cenuai Jeb 
т, ті Phone 


Last 
Modifica Version Labels Name Naw Number 


1294367801234 Vias TLS 13 Mer 2002 1 ов зоа D Lena 13436720 112 1азазвәат 2 11244673 1: 
36730 12243622 амы. 2416791224. 245780112: 
3 aes 


ЕРО Peak viaa TLS Cuaceer Fre Sort Masa 1272000 1320684 D іка ке 
Larger Lemera 


ESPOf Peak | Van TLS С Fre Sort Пааа 1a Mar 2002 126.110 D toa be 
Larger ілгегі 


ESPO Peak viaa TLS С Pre Sort Пааа 1372000 1422344 
рет Leusra 


ESP Regular | Vas TLMS С Fre Sort Пала 2 Mar 2002 12423208 
Large Leners 


ESP Regular viaa TLS С Pre Sort ала 2 Mar 2002 12433304 
зеш] Lenses 


Cuacesriewd viaa TLS Cuscenr 12 Mar 2002 11 ов эвм 
FacihoesTex | Vias TLNS 12 Mar 2002 11 D6 20 
HodepMas | Vas TLS Cuacenr Holdeg Masa 12 ar 2002 119.1008 
APSPOf Peak — vem TLS С Pre Sort Пааа 2 Mar 2002 246320 
Large Lenera 
NISPOf Peak — Vm TLMS Cuaceer Tre Sort Pasa Zmar 2007 12472204 
Sell Lemera 
ANSP Regular viaa TLMS шая” Fre Sort Maga Bar 2002 12.17 47M 
Larger Lemera 


= о ә оо әо9 о o о 


NFSP Regular Vm TLMS С Pre Sort Paaa 2 Mar 2002 12430604 
реттесе 


Mail Centre viia TLMS Page: ia 
Visa Tray Label Management System Database Date: 04 Apr 2002 Date Printed: 14 Mar 2002 


Figure 11.1 - An All Label Plans Report 


e . Select the print button at the top of the Details Report preview screen to print the report or the X (Close) option to terminate 
the report function. 
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11.3 Maintaining Workstation Information 


Users can change the workstation, machine type or machine the Visa system is assigned to 


There are two ways to edit Workstation Information: 
1. Through File/Print Label Plan then selecting the Change button in the Machine Details section. Accessing the function in this way allows 
you to temporarily change facility information for a specific print run. 


2. Through Tools/Maintain Workstation Information, editing the fields as per Workstation Information Details. 


11.3.1. Workstation Information Details 


= Maintain Workstation Information 


Select State Name VICTORIA 


Select Facility Type Customer 


Select Facility Visa TLMS 


Select Machine Type | Customer 


Select Machine Holding Plans 


cane 


ІІІ ІІ |е 


Figure 11.2 - Maintain Workstation Information Screen 


You can change the details in the fields from the Maintain Workstation Information screen: 
e State Name e.g. Victoria. 
e Facility Type — Customer option is displayed by default. 
e Facility Name — Visa TLMS option is displayed by default. 
e Machine Type — Customer option is displayed by default. 
e Machine e.g. Holding Plans. 


Note: The changes may be stored as permanent changes (Store Defaults) or just used until the Restore Defaults is selected, whereby Visa will 
restore the default settings. 


11.4 Viewing Log Files 


The View Log Files function allows you to view information generated from the Importing Label Plans process through either Visa Explorer or Com- 
mand Line execution. 


11.4.1. Visa Explorer Interface 


The Visa Explorer interface creates a log file if the user clicks the Save Log button from the Import Label Plan screen. The log file is located in the 
default location e.g. C:\Documents and Settings\All Users\Documents\VisaTLMS\Data, or in another location you have specified in Setup 2 during the 
Visa installation The log file name will match the import file name with extension .log. 


If a log file with the same name already exists it will be overwritten. 


To View Log file: 
“Бот Visa Explorer, select menu option Tools/View Log Files 
e рел Log Files screen displays files with extension .log 
e Select a log file and press Open to view the log file in WordPad. 


Figure 11.3 Open Log File Screen 
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1142 Command Line Interface 


The Command Line Interface produces a continuous log file created on a weekly basis. The log file пате is CommandLineJob.log and is located un- 
der e.g. C:\Documents and Settings\All Users\Documents\VisaTLMS\Data directory, or in another location you have specified in Setup 2 during the 
Visa installation. 


Importing Label Plans via the Command Line Interface also produces a separate log file in addition to the continuous CommandLine.log file. 


This log contains details about the import progress and any errors that occur. The log file is created under C:\Data\VisaTLMS\Log directory. The log 
file name will match the import file name with extension .log. 


If a log file with the same name already exists it will be overwritten. 


11.5 Printer Requirements 
A Barcode printer is required for Visa software. 
When you select a direct thermal printer to suit your operational needs, consider: 


e Printing Output — check to meet size and print quality required by Australia Post standards (Refer Barcode Label Specification V3.0 for 
more details). 
e Printing Speed — is appropriate to your production needs. 
17.5.1. Label Printer Settings 


This section provides the general Printer Setup instructions for label printers: 


1. Install Window Driver into your computer/s as per printer instructions. 
2. Configure Printer. The configuration of all printers is different, however the following basic settings are required: 
e Paper Size: Height x Width — 127 mm x 50 mm 
e Landscape 
e Direct Thermal 
* Temperature Setting 
e Speed. 
3. From Visa: 
e The File/Label Printer Setup menu option enables you to select the label printer and its printing output sequences 
* This setting is different from the report printer setting, which is determined by the Windows default printer setting 
e To set up a label printer: 


= Label Printer Setup 


Printer 


Name: [Datamax M-4308 Mark Il | 


Туре: Datamax М-4308 Mark II 
Where: LETI; 
Comment: winspool 


Print Sequence 


@ Bulk Sequence C Machine Dressing 


Cancel | | Help | 


Figure 11.4 - Label Printer Setup Screen 


- Select menu option File/Label Printer Setup. The Label Printer Setup is displayed 
- Set Default button to make your selection the current default setting 

- (lick a label printer name from the drop-down list бох in the Printer section 

- Press OK to accept your selection. 
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11.6 Tray Hygiene 


All mail trays must be kept clean and inspected regularly for any physical damage for the Tray Management System (TMS) to process mail trays 
efficiently. 


Label pockets should always be clean and free of any physical defects to allow easy recognition of labels by the TMS scanner. 


There are three types of mail trays that you will handle during mail processing: 


. Small letter fibreboard trays (cardboard trays). 
e Стаі letter plastic trays (grey trays). 
e large letter coreflute trays (white tubs). 


Table 11.5. Tray Hygiene Problems 


Damaged or Deformed trays Can not pass freely through the TMS Disrupts Tray Management System flow and stops production 


Dirty or damaged label pockets | Barcode Scanner can not “read” label Scanner misreads label and sends tray/s to wrong destination 
accurately 


Old or defaced labels on trays | Barcode Scanner will route tray incorrectly | Scanner reads label and sends tray/s to wrong destination, 
causing loss of performance standards 


11.6.1. Tray Labels 


e Remove tray labels from all emptied trays and dispose of in a designated recycle bin 

e Remove any self-adhesive labels from the tray sides (especially FMOCR labels) 

e Remove any foreign objects from inside the trays and dispose of in the designated bin 

e Remove soiled or damaged label pockets and replace with new ones 

e  Donot amend the label with white-out or pen, but use the correct label for the destination and product. 


11.62 Label Pockets 


e Remove soiled or damaged label pockets and replace with new ones 

. Ensure that label pockets are mounted in the correct position. Remove any incorrectly mounted label pockets and reposition in the 
correct position 

e Replace old style labels pockets with new label pockets. 


The pockets have a clear matt front and a white backing marked with SAP item number 8828889 and the manufacturing date in the centre. 


OLS АЛША 


(2 POST 


8828889 NOV 98 


Figure 11.6 — Label Pocket 


11.6.3. Damaged Trays 


Trays that are damaged and no longer suitable for use within the mail network should be returned to a mail centre. 
Trays showing any of the following conditions are not suitable for use within the network: 

e — Excessive wear — poor physical strength 

e Physical damage — crushed sides, surface breaks, bowing, etc. 

e — Exposed sharp edges or broken surfaces 

e Dirty or soiled surfaces 


REMEMBER: Check that trays are in good physical condition. 
Remove labels from label pockets and self-adhesive labels from sides and dispose of these labels every time a tray is emptied. 
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